DOMESTIC ABUSE INTERVENTION SERVICES

Job Description

Title:
Staff Accountant
Summary:
This position, under the direction of the Director of Operations, manages basic accounting functions of the agency, including accounts payable, assisting with audits, participating in the annual budget process, assisting in processes necessary for compliance with applicable contract and regulatory reporting requirements, managing fiscal transactions, tracking cash flow, financial reporting, processing payroll, assisting employees with benefits enrollment and performing other duties as assigned.  
Supervises:
None
Reports To:
Director of Operations
Responsibilities:
1. Monitors day-to-day accounting operations – general ledger, payroll, accounts payable, accounts receivable, budget, cash, deposits, etc.

2. Records, processes and reviews general ledger activities – journal entries, accounts payable, accounts receivable and payroll.

3. Reconciles checking and money market accounts regularly.
4. Assures that deposits are made and documented according to organization’s established procedures.
5. Maintain employee benefit information
6. Conduct benefit orientation for new employees

7. Submit benefit enrollments/changes for entry into the payroll system

8. Assure that COBRA notifications and requirements are met

9. Coordinate individual payments for COBRA coverage

10. Regularly provides fiscal information to management (i.e. financials, cash flow, etc.)
11. Participates in staff meetings.
12. Provides financial reporting and documentation required by external reporting agencies (state, city, county, etc.)
13. Assists with the annual financial audit, Worker’s Compensation audit, insurance audit and financial/compliance audits by grantors.
14. Prepares periodic billings to external agencies.

15. Updates depreciation schedules.

16. Maintains accounting files.

17. Enters new employees into payroll system and remove employees as needed

18. Collects time sheets, completes payroll entry accurately and in a timely fashion

19. Coordinates employee benefit administration 

20. Performs other duties as assigned.

Qualifications:
1. Requires an Associate’s degree in Accounting, plus, a minimum of two years of experience performing varied and responsible accounting or business management involving the use of electronic data processing systems.
2. Thorough knowledge of accounting principles and practices as well as experience in general ledger/electronic data processing applications.
3. Enterprise Resource Planning (ERP) Systems Proficiency is also highly valued. 
4. Excellent oral and written communication skills. 
5. Excellent organizational skills.
6. Extensive knowledge of Microsoft Excel, Word and Outlook. 

7. Familiarity with a networked computer system preferred.

8. Ability to work independently and as part of a team.

9. Ability to maintain confidentiality.
This position is required to:
1. Demonstrate knowledge of fiscal procedures, coordination and management.

2. Perform intermediate and advanced computer functions
3. Complete and pass a Criminal Background Check

4. Have a valid Wisconsin driver’s license and proof of vehicle insurance, and access to a car during work hours.

This position is FLSA Exempt
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